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ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
RECORD WILL CONTINUE TO ACCUMULATE. ~~. N O  FURTHER ACCUMULATION ANTICIPATED 

1962  t o  d a t e  (F/Y) I 
'*What i s  t h e  funct ion of t h e  o f f i c e  i n  which th i s  record series is  created? 

Expenditure Voucher F i l e s  - -- ___-- -___- __ I____ - 

T h i s  series accumulates i n  o f f i c e s  responsible  f o r  rece iv ing ,  disbursing and 
accounting f o r  funds and is created as a r e s u l t  of paying funds t o  whomever 
t h e  agency is  indebted f o r  goods, equipment and services. 

- .  

This s tandard does not  apply t o  f i l e s  documenting expendi tures  f o r  conatructioi  
-- -- __-I_F 

1. This f i l e  contains  t h e  following documents ( include form n y b e r s  and t i t l e s  i f  any 
'and file arrangement). Known var ious ly  Bs "Paid B i l l s  
" T r a v e l  Reimbursement" " T i c k e t s "  (mealling invoices)  "Gracewood (or t h e  name of 
some ocher i n s t i t u t i o n )  B i l l s "  t h i s  series c o n s i s t s  of t h e  following: 
Voucher copy of check 
Requis i t ion 

Invoice from vendor 
Receiving record 
Receipts f o r  p e t t y  cash expenditures 
I t e m  s p e c i f i c a t i o n s ,  p r i c e  lists and ca ta log  materials 
EDP Form - Adm. 1 .27  - Key punch data 
Authorization f o r  service HC1.14  
and similar and related documents of a l l  kinds. 

ATTACH SAMPLES OF THE FILE 

" G a . B i l l s "  "ke t ty  dash" 

Pvirchasg 'Order -and Conf irrnations L . .  



brl [ ,i 
13. Is t h i s  t h e  Record Copy of t h e  s e r i e s ?  

14. Is t h e r e  a dupl ica t ion  o f  t h i s  series i n  another of f ice  o r  agency? 
I 

I br-1 

I [. 3~ [, 

kl [ 
; '  

I n  i n s t i t u t i o n s  and .hospi ta ls  
:15. Is the  information contained i n  t h i s  s e r i e s  ever summarized or published? 

Attach copy of summary o r  publ ica t ion .  I n  formal 'accounting records 
16. Does t h e  s e r i e s  contain c l a s s i f i e d  information: requi r ing  secu r i ty  hanaiing? 

~ . -~ . .  , .  . 

. .  
17. Does t h e  s e r i e s  i n i t i a t e ,  amend o r  terminate  agency po l i c i e s  and procedures? [ I  [ I  

[ Y  [ 18. Could the  funct ion be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? 

19. Is t h e  series ( o r  major por t ion  of i t) regular ly  microfilmed? If  yes ,  why? Some 

20. Does t h e  record s e r i e s  Qrovide data as input  t o  an EDP f i le?  

21. Does t h e  record s e r i e s  contain documentation produced as EDP printout? '  ' ' 

] [ 
To save space and equipment 

Prl [ 

[ I  [ B  

22. Has t h e  Federal Government issued ins t ruc t ions  governing t h e  retent ion/dispo-  . ] [ 

23. W i l l  t he re  be a need f o r  these  records 10, 15 yea r s~  -from' now? I f   yes,'^ what? 

~. ~ 

. .  - 
. . .  . - : .~ . ~ 

s i t i o n  of these  f i l e s ?  

[ 1 [ S  - - _____ -~____ 
24. REQUIREMENTS. The following requires  the  f i l e s  t o  be kept A ears  : 

a. [ ]STATE b .  [ ]STATUTE OF c .  [ ]AUDIT d. MFEDERAL e .  [ ]ADMINISTRATIVE f .  [ ]HISTORICAL 
PERIOD ' L A W  DECISION VALUE LAW LIMITATION 

(Cite Law, S ta tu t e ,  or other  reason fo r  the re t en t ion  requirement) 
I f  audi ted by U.S, r e t a i n  3 years?  i f  not  audi ted ,  r e t a in  5 years .  

----_ 
2 5 .  AGENCY recommends t h a t  t h e  f i l e  s e r i e s  be cu t  of f  at the  end 

of each -[]CALENDAR YEAR -MFISCAL YEAR -[]OTHER- ,then : 

[XI Hold in-. the curlrent T i l e s - a r e a  ' 'month(s) /  .I . . e a r ( s ) :  or  u n t i l  s tate aud i t  
[XI. T r a n s f e r ' t o  [ 7 S t a t e  Records' Center [ ' 1  Local Holdin:' Area; hold -4 j . ea r (s ) :  comp 
[XI Destroy. 

[XI Other: ( S T c i ? )  Records p e r t a h i n g  t o  unresolved claims o r  a u d i t .  quest ion 

. ,  . .  . .  

. . ,  
1 Transfer  t o  S t a t e  Archives f o r  permanent re ten t ion .  

[ 1 Destroy immediately after cut-off.  . .  

w i l l  be u r t  er retai .ned u n t i l  resolved. ~ . .  
, .  . .  

. .  
-~ . .  . .~ - .  
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(Indicate briefZy rationa2e for  recomendafions above/or # r i t e  additiona2 remarks) : 

OTHER REQUIRED SIGNATURES DATE 
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